
OFFICS OF rnE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES A N b  HISTORY 

RECORDS MANAGEMENT DIVISION 9 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

Post Office Box 2406 
Savannah, GForgia 31402 

Checkone: 0 Change; 13 Supercede: a Void 
' i .  Dnarof SIries 
i Ear lies btest 

5. Recards Series Tide (followed by tide u s d  in office: if differenti 

I Present Publications of Georgia Ports Authoritv . .  

and O f f h  Function What is the function of B e  Division and the  off ice in which this record series is created? 

' 
1 
! 

The Marketing Services Department of the Trade' Development Division is involved with trade 
research, development and sales functions of -the Authority including marketing analyses. 

' 

Assists the Director of Trade Development in the development and coordination of sales I '1 plans from marketing analyses and,leads, submitted by the sales force. .~ j 

1 
I 

I . ~ I  ; 

7. Rmrd.%riot  Dawiption This file contains the following documents /inc!ude.form numbers q d  titles, if any): , . I 

I 
! . .  . .>  . . ., : ~ 

Attach sarnoles of the file. 

Steamship line activity within the Port of Savannah, competitive port 

Monthly i,ssues of '"Port 'of Savannah Sailing Schedule", magazines, 
brochures, leaflets relating to competitive ports. 

', 

~ 

Documents relating to: 

! publications, Georgia Ports Authority publications. 
i 

I 
! included are: 

, .  I 

File is arranged: cRronologlcally by calendar year, 
~ 

8. Monthly Referenca Rate How often are records referred to which are: 
i 
1 One to six monthsold 2 ; &van to twelve months old .3; fhtneen to twenty-four months old 3 

t- Letter-size drawers ; Legal-size drawers 1 ; Shelves ; Other lfoecifyl 

twenty-five months and older 3+ 7 

9. Annual Rrtp  of Accumulation of Remrds  

i 



. . c ' r .  

11. Retention Requ-iinmonts fho foltowing requires the series to be kept: 

. d. Audit pariod years. 
See below YCarS. 

a. State Law 

z Federal law Wart. f. Federal retention instructions years. 

Y-. 
years. a. Administrative need 

4 
b. S t a t m  of limitatiqn 

~ ~~ 

Attach cow or excerpt of l a w  or ragulations. Explain administrative need. 

This series contains historical and research data relating to the Port of Savannah and 
competitive ports. 

12. Aooroved Disposition Instructions 

OFF I CE REFERENCE COP 1 ES : 

S Hold in the current files afea 
a Transfer to local holding area, hold A y e a r ( t ) ;  then 
0 Transfer to State Reaxds Center: hold 
t3 Dertroy. 
0 Transfer to State Archives for permanent retention. 
& Other f-%mfY/ RECORD- COP t ES OF\ GA . PORTS AUTHOR I TY WBL I CAT I ONS : 

C u t  o f f  f l l e  a t  end o f  each calendar year; then t r a n s f e r  t o  

This agency recommends that the file series be cut orf ax thb end of each: 

Calendar Year: 0 Fiscal Year; [s Other then, - _- 
yearM; then 2 

M t h ( S )  

yearb); then 

w . .  - 
- .-- 

J) 

- Sta te  Archives for  permanent re ten t i on .  
~ 

fhase instructions apply to all prior and future accumulations of the series. . 
I 

Agency HeadIDerignn (S;gnatvrel Date Records Management Officer lSignanrrel Date 

Recommendations in para- 
raph 12 are approved. 
'If disappmved, attaab Iefter 
j f  explanation.) 


